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(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
NOAA COMMISSIONED OFFICER BILLET DESCRIPTION
FROM: LCDR Don Haines
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC ROUTING CODE: NCS31
ADDRESS:
THRU (Liaison Officer): SSMC3, Room 6725
CDR Paul Moen 1315 East West HWY
BILLET TITLE: BILLET #: 7252 Silver Spring, MD 20910
Staff Assistant, Operations Branch PHONE NUMBER:  (301) 713-2702
RANK REQUESTED: (0-2. 0-3, 0-4, etc.) O-1t0 O-3 (This block to be completed by liaison officer) ‘
GS-7--11 IS THIS A NEW BILLET: [Jves X1 no
GSIGM EQUIVALENT: BILLET PRIORITY:  [X]A, B, [Jc. []R
IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:
LCDR Don Haines Chief, Operations Branch (301) 713-2702

EDUCATIONAL REQUIREMENTS:
BS in geography, computer science, or physical sciences.

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. Atleast one tour on a Hydrographic Surveying Vessel. 2. Experience in hydro surveying, working knowledge in new
Hydrographic techniques and equipment, technical writing, geodesy, water levels, photogrammetry, charting and , web
design.

1. GENERAL DESCRIPTION OF BILLET:

This position involves a diverse and wide range of staff duties in support of the Hydrographic Surveys Division within the
Office of Coast Survey, NOS. The Operations Branch is responsible for determining which areas, within NOS's area of
charting responsibility, require hydrographic surveys. The OPS branch schedules and monitors surveys for hydrographic
ships and field parties and coordinates headquarter's planning for those surveys. Coordinates field operations for National
Marine Sanctuaries and National Marine Fisheries Service to provide interagency assistance with the preservation of Marine
Sanctuaries and habitats. The OPS Branch is involved with the compilation of Field Procedure Guidelines and NOS
Hydrographic Surveys Specifications and Deliverables. The OPS Branch coordinates with Marine Chart Division in assuring
hydrographic information is applied to the nautical chart properly.

The officer in this position is involved in and assists with many of these functions and duties. In addition, the officer is
involved with technical tasks pertaining new developments in the field. The officer is also assigned various tasks in support
of HSD and OCS as the need arises.

Geographic information Systems, Remote Sensing applications, associated database tools and traditional cartographic
techniques are used and applied in this billet's responsibilities.

2. DUTIES AND RESPONSIBILITIES:

a. Is this a supervisory billet? YES |:| NO
b. If so, state number and grade of personnel supervised. Number: 8-10 Grade(s): GS-7/13 and 0O1-03

1. Marine Charting Division Liaison: attends bimonthly meetings with MCD as HSD Rep. to insure communications between
departments for compiling data for new chart editions, coordinating with PHB and AHB to send priority data to HSD for MCD
deadlines, maintain database for incoming/outgoing surveys to MCD, maintain PDF files of above info to be links on internet.
2. Assists updating manuals and public documents as needed.

3. Compiles and documents information for Fleet Allocation.

4. Compiles statistics for in-house production and cost comparison: maintains database of critical statistics to tally FY
production, investigates and records cost comparison statistics.

5. Assists in updating Automated Wreck and Obstruction Information System database as needed: researches and records
the history of wrecks and obstructions using the following sources: Chart letters, LNM, NM, Aid proofs, Standards and Chart
Histories.
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3. CAREER DEVELOPMENT OPPORTUNITIES:

This position offers the opportunity to substantially enhance an officer's knowledge of hydrography and to gain experience in
the comprehensive efforts involved the nautical charting progress. The potential for developing administrative and
communication skills is also significant. These skills can be enhanced through effectively coordinating and tracking the
efforts of personnel in other offices and programs which support hydrography. Although this position involves no direct
supervision of employees, the opportunity for developing and demonstrating leadership is significant through coordinating
multiple tasks to be accomplished by others including, at times, supervisory and management personnel. Opportunity for
creative contributions is also substantial through involvement with developing new procedures and guidance utilized by
hydrographic field units as well as headquarters and marine center personnel.

4. ADDITIONAL COMMENTS:

6. Creates and maintains HTML web page as needed for OCS as well as graphics and designs for web pages. Coordinates
and works along with Web master to ensure proper bandwidth size, security and Accessibility.

7. Compiles Reports as necessary for in-house survey vessels.

8. Prepares correspondence and reports concerning the Hydrographic program.

9. Assists writing award letters.

10. Updated Current Survey Project HTML page

11. Assists with travel or accommodations arrangements for large hydro. meetings or other misc. travel.

12. Assisted in compiling info for Top Ten list.

13. Attends monthly OCS web meetings. Notifies the Deputy Chief and Chief of Data Control and Acquisition Branch of any
needed changes or adjustments to current or new web pages.

14. Staff support for Marine Transportation System fair and public relations visits to S/V BAY HYDROGRAPHER.

15. Compiles and arranges material for educational requests and public relations.

16. Responsible for insuring current Project Instructions are converted to HTML or ADOBE and are on both on the internet
with corresponding graphic layouts.

17. Assists Web master updating HSD internet.

18. Assists Chief of Operations training summer interns to learn GIS systems.

SIGNATURE OF SUPERVISOR: DATE:
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